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Practical No. 2 


Introduction to word interface 
Path: Start-* program-* Ms word 


a) Title bar: Contains the title of the document. 

b) Menu bar: contains the main menus where all the commands are present. 

c) Formatting tool bar: contains the buttons from insert and format menus. 

d) Standard tool bar: contains the button from file ad edit menus. 

e) Ruler: Display margin and tab. 

f) Text area: area for the text entry. 

g) Vertical scroll bar: used to move vertically through the text 

h) Horizontal scroll bar: used to move horizontally through the text 
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a) Ms word-> file menu ->New ->Blank document OK. 


b) New LbL (from standard toolbar) 

c) Ctrl+ N (from key board) 
Explanation: To open a new blank document. 


Scanned by CamScanner 











Practical 1st yc; 


Open Command 


> Ms word->flle -> 


(from standard toolbar) 


> Ctrl+ O (from key board) 

Explanation: Open command leads to open an existing word document 


Scanned by CamScanner 





■=»■* 1 



6 

' - vSipdB 

1 1 ^ 5 ; 


1 


















ictical 1st year 


Close Command 


a) Word-> file menu-> close 

b) Right side on the menu bar “X” button 

c) Ctrl+F4 (from key board) 


Explanation: 

> To close the current document but not the “word” program. 

> When you try to close the document word asks you to whether save the document 
or not. 

> If you want to save click “yes” 

> If not, then click “no” and you will exit from the current document. 
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Practical No. 7 

How To Save A File 

a) Ms word-> file menu->Save 

b) Save button ® 1 (from standard toolbar) 

c) Ctrl +S (from key board) 

Explanation: This command is used to save the current document, but does not close it 
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Practical No. 8 

What is “save as” command 
a) Ms word-> file->save as 


Explanation: Save as command saves the current document just like save command. 
From the “save as” dialog box you can set not only the different name and the location 
for the curent document but also the file format. 


Scanned by CamScanner 
















Practical No. 9 


What is the use of “save as web page” command? 
Path: Ms word“> file"> save as web page 


Explanation: 

This command is similar to the save as command but the difference is that the format in 
which your document will be saved, will be of the web page. 

a) Click on the file menu 

b) Choose save as web page 

c) Click on save 
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What is page set up and how it can be used? 
Path :Ms word-> file menu-> page setup 


Explanation: This menu choice allow you to set a single or several page’s setting such as 
margin, paper size, orientation (landscape, portrait) 

a) Click file 

b) Choose page set up 

c) Set the page setting through page set up 

d) Click ok 
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Working with “print preview” command 
Path: file->print preview 

Explanation: print preview command displays the preview of the whole document which 
shows that how it will appear in the print. 


In print preview 

a) You can see multiple pages at a time. 

b) Over all setting of document can be done. 

c) Jump from one page to another page zoom in & out, and text editing facilities are 
also available in print preview. 

4 \ 

print single page ruler fullscreen 

/ multiple _ I shrink , < 

Magnifier pages Zoom tQ close 


<?> 
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Practical No. 12 
Print command 
Path: 

a) File-> print 

b) Through button (from standard toolbar) 

c) Ctrl+p (from key board) 


Explanation: 

Print command is used to print the current document, 
print dialog box. 


Meeting this option lead to 


> Click file. 

> Click on “print”, (a dialog box will appear) 

> Set the different options 

> Click ok. 
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Practical No. 13 


Exit Command 


a) File-^Exit 

b) Click on X (at the right comer of menu bar) 

Explanation: The word program closes. But before exit you must save that program. 


Scanned by CamScanner 

















ptVactic.il 1st year 


Practical No. 14 
Working with Edit menu 
Path: Word ->edit 

Explanation: Word’s edit menu provides you with tools and commands to modify text, 
like moving the text or finding and replacing text with some other text. 


Edit Jtfew Insert Format 

•n Can't U d.. CtrkS 


:at Paste Ctrl+Y 


& Cut 
l^=) Copy 
Paste 

Paste Special. 


Ctri+C 

Ctrl+V 


Ctrl+A 


Ctrl+F 


Ctrl+H 


Replace. 
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Undo 


a) Word-^edit->undo 


b) I-(from formatting toolbar) 

c) Ctrl+z (from key board) 

Explanation: when you select undo it generally returns your document to its condition 
prior to your last command before undo. You must use undo immediately after the 
command that you want to negate word remembers many of the last command and can 
undo them one by one. 


Edit View Insert Format 


^ Undo Typing 

Ctrl+Z 

X Cut 

Ctrl+X 

tfe) Copy 

Ctrl+C 

© Baste 

Ctrl+V 

Paste 5peciaL 


Select All 

Ctrl+A 

M 0nd... 

Ctrl+F 

fioTo... 

Ctrl+G 

* 
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Ms. Word 
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Copy command 

E* Vto" Insert Format ] 


Cl E«te Ctrt+V 

Paste Special... 


> Word-* edit-* copy 






> ZL (From formatting toolbar) 

> Ctrl+C (from key board) . 

Explanation: You may want to copy a block of text to a new location while leaving the 
original block in its old position. 

Hoe to use : 

a. Select the text 

b. Press Ctrl+C 
Or 

c. Edit-* copy 
Or 


d. Click on _ 

e. Click on the location where you want to copy the text 

f. Click on the paste command from edit menu 
(Paste command is discussed in detail later on) 
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Clear 


Path 


a) Word->Edit->clear 

b) Pressing Del key 


tat **>-. mwt 
•n UnOoOav 

^TawNtow 

Fsrnrwd I 

CbifV 

i. cw. 
r -teGK» 

■ ea> 

P««**5pk>® 


' 



s<tea«i 

Ort*A 

Mfini 

Ort*f 

fioTo.. 

OUM 

Qrt*€ 

_££_-1 






Explanation: This command is as similar to pressing Del key. Text or any other selected 
object is deleted when you use clear. If nothing in your document is selected when you 
use clear, than the text or the object on the right side of cursor is deleted. 

How to use: 

> Select the text for deletion 

> Word->Edit-> clear. 


Or 

> Press Del key. 


S' 


<3 


m 

66 
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Select All” Command 
ath: 

a) Word->Edit-> Select All 

b) Pressing Ctrl+ A (from key board) 

gfllt View Insert Format If 
10 Und o C ut Ctrl+Z 

O Repeat Paste Qrl+Y 

<& Cut Ctrl+X 

1^2) Qopv Ctri+C 

£ Paste Ctrl+V 

Paste Special... 


Paste as Hyperlink 


Select AH Ctrl+A 


Explanation: Ctrl+A selects every thing in your document and make text ready for any 
command given further such as copy, cut or any formatting command to be applied on the 
whole document. 


tie document. 
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“Find” Command 


> Word ->edit-> find 

> Pressing Ctrl+F (from key board) 


Explanation: Through find command you can search any word from the document. 

How to use: 


a) Edit-> Find. 

b) Type the word in the box of “Find What” for searching. 

c) Click on find next. 

(Word will find the same word for you in the whole document wherever it is present) 











Find ond Replace 


Explanation: By the help of replace command you can not only find the word but also 
can replace it by any other word or different spelling as per your requirement in the 
whole document. 

How to use: 


a) Click Edit-> choose replace. 

b) Type the word in “find what” box for searching 

c) Type the word in “Replace with” box with which you want to replace the previous 

word . f 

d) Click on replace for selected word replacement. 


e) Click replace all for replace all in the whole document. 
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“Replace” Command 

Cd* 10*w U»«-t Pjjfrrat Io 

Path: 




> Word ->edit-^replace 

" •.»/. eul+K 

> Pressing Ctrl+h (from key board) 
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> Word->edit->Go To 

> Pressing Ctrl+G 


Explanation: By the “Go To” command you can reach a specific location in your 
document. 

How to use: 

a) Select Go To. The dialog box will appear. 

b) Select the type of destination that you want to go such as page. 

c) Enter your destination such as if you selected page then enter the page number in 
the text box. 

d) Click next button on the dialog box. Your destination is displayed in the 
document window. 

e) Click close button to exit from the dialog box. 












Practical No.25 
The view menu 
Words view menu 

The word view menu provides tool to change the look and feel of word it self a 
well the way your document is displayed. The view helps to change the appearance of 
document and view documents elements that are normally aren’t visible. 


\flew Insert Format Tool 
@ Normal 
^ \^eb Layout 
[HI Print Layout_ 


Header and Footer 


Qomments 
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Normal View Command 


a) View-> Normal 

b) click J 51 . (on left side of the horizontal scroll bar) 


Format loc 
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Web layout: 


View-> web layout 

View Insert Format Tool; 


Print Layout 


Header and Footer 

) Fyll Screen 
Zoom,.. 


. i 


Explanation: It will display a close approximation of how the document will appear if 
saved as on HTML(web page). 
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Tool bar 

view-4 tool bar 


Control Toobox 
Database 
• f- Owing 


nrrf *cc tn fhp fiin 


Explanation: Tool bar provide a quick access to the function that is mostly used word 
can display any of nearly two dozen toolbar that contain button by the help of this many 
function can perform simply by clicking. 


ctical 
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Practical No. 30 


Ruler 


View-* Ruler 


a. To appear: view -* Ruler 

b. To disappear: view-* Ruler 
jttew Insert Format Iools 

0 Normal 
Web Layout 

| [|j Print Layout * . 


loolbars 


Qocument Map 


Header and Footer 


Explanation: z%V/ 

Ruler is toggle function. It helps in the following. 

> It visualize that how a document will fit when printed on the paper. 

> It offers alignment in the document. 

> Ruler shows the size of working area on a document page. 
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Header and Footer 

View-> header& footer 
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Ms Word 


IT f— 






L . "-T 




Explanation: header and footer make the document informational. The information may 
be of about author, page number, number of pages and so on. This information is printed 
at the top of the document or at the bottom of document. 

“Header and Footer” 


Header& footer 


text in Header or Footer 
You can also add date and time, page number by using different buttons of header 


and footer toolbar. 
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footnote and Endnote 
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Figure 1: Full Screen Figure 2: full screen view 
Command in view Menu 

Explanation: It helps to display the full document without any kind of toolbars or any 
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Page Width 
Text Width 
Whole Page 
Two Pages 


Explanation: zoom controls the expansion or contraction of the document only on 
screen. Zooming didn’t affect size during printing. 
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Insert Menu 

Path: word -> insert 


| Insert Format Tools Table| 
Break... 

Page Numbers... 

Date and Time... 

Symbol... 


Index and Tables.. 


Picture 
H Text Box 
File... 

Hyperlink,., Ctrl+K 


5 


•'i? 


6 


to add varie 


A 






Explanation: insert menu helps you to add variety of elements to your document. 


[ Tip: 

Insert menu contains most of the 
commands which are related to the 
items, already present in the 
computer and are just waiting to be 
inserted in the document 


- 81 
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Insert Format look Tflfele 


Break types - 

r Column break 
r Text wrapping break 
Section break types 
r ^ext page 
C Congnuous 
C Even page 


Page Nixnbers. 
Date and Time. 


Picture 
HH Text Box 


Hyperlink... Ctrl 


Explanation: 

a) This command is used to show the end of page. 

b) Used in “normal view” (view menu) 
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> Click Ok. 


Path: Insert^page no 


3 


> used to insert the page number on the top or bottom of the page 

> page number format dialog box provides several options to modify how the 
numbers appear. 


a) Insert-^ page no (page no dialog box will appear) 

b) Select the position of page no. by using alignment & position boxes 
(position can be seen in the preview of page on right side of dialog box. 
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Page no” Command 
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Explanation: date and time for your document will appear 
was present. This command is used to insert the date and ti 
header and footer. 

How to use 

a) Insert Date & Time 

b) Select the format from date & time box 

c) Click “ok” 
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“ Auto tut** Command 

Path Inset Auto text 


Explanation: 

Many auto text entries are present in word and would be inserted in the document just by 
clicking on them and no need to type that word or phrase. 

How to use: 

a) Place the insertion point where you want to insert an auto text 

b) Select insert Auto text 

c) Click on the text you want to insert. 


i can make your own auto text entries by using 

> Insert -> auto text Auto Text 

> Type the text in the “Enter Auto Text Entries Here” box. 

> Click “Add" button 

> Your entry will appear in 

o Insert -» Auto Text -^Normal (your Entry) 
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Microsoft Word 


Practical No. 40 

Comments Command 

Insert-^ Comment 


Explanation: comments are non-printing reminder/detail/ reference to yourself or to 
others with whom you share your documents. 

How to use: 

a) Insertcomments (the pane at the bottom appear) 

b) Type the text in this window 

c) Word highlights the word you have applied comments upon, in special color. 

d) Comments appear when the cursor moves across the text or object, which 
associated with the comments. 






^1 
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Text box 


Path: Insert -> text box 


Explanation: text box is used to insert text or may be any other object at any particular 
place in the document, the text entered in the text box always remains within the text box 


a) Insert->text box 


b) Text box button 1=1 (from drawing toolbar) 

Now draw the text box on the page by using mouse’s “click & drag” property 

c) Text box is ready to use 


I 
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Ms. Word 
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Explanation: using this command you may insert a whole file/document in the current 
file on which you are working. The file would be inserted on the point where cursor was 
blinking. 

How to use 

a) Insert file (a box named “insert file” will appear) 

b) Browse & select the required file through “insert file” box 
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Ms. Word . 


Practical No. 43 
Hyperlink & cross-reference: 

Path: Insert-^ hyperlink/cross link 

Explanation: By the help of hyper link command, document may have the link to the 
other destination it may be another web page or different location. 


| Irsart Format tool* Table I 



Creating hyperlink 

a) Select the location where you want to put the hyperlink. 

b) Click insert and choose hyperlink. 

c) Enter the name of the relative path. 

d) Or select the file name, using browse. 

e) Click Ok 

(Name and path of the linked file will appear in blue color and underline) 
> Clicking this will take you to the linked file. 
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Picture Command 


Paoe Number! 


By moving on to the picture command let you insert the various types of graphic in a 
document. 


a. Insert-^ picture->clip art 

b. Select the category of clips. 

c. Double click the clip you require. 

d. Close the dialog box of the clip art. 
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Your Text Hen 


start 
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Word Art 

a) Insert-^ picture-* word Art. 

b) Select the style for the word art 

c) Type the text. 

d) Click Ok when finished. 


Word art toolbar also appears with the 
insertion of word art. This toolbar may 
be used to edit the word art inserted 



/ 
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Auto shapes 

a) Insert-* pictured Auto shape (Auto si 

hape toolbar will appear) 

b) Select the Auto shapes from tool bar. 

c) Draw Auto shapes on document where desired. (Click& Drag property of mouse 

will be used to draw). 


ISSSBSnHHBE*] 



\ > 

| - 1 
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Format menu & Formatting Toolbar 


Format loofc Table Vfflndow 
A Cpnt... 
if earagraph... 

•= Bullets end yumbarlnQ... 
Borders and Shading... 



Figure: Format Menu 

Words format menu provide you with tools to stylize or apply formats on the text in 
document. 


right align 


X brder 

right align Mstllled . fontcolor 

-. — - .art-ngn / rr I 




Figure: Formatting Toolbar 


increase Might 
indent 


Formatting toolbar provides short cut buttons to many usual commands of format n 

3 ^ 
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Font Command 

Select -> format -> font 


Ms. Word 
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C’t'Vrt 


Chang* Casa... 

® Background 
©TTbema. . 

$£) ftUtoFormat. . 

Stvte... 


Explanation: format -> font. 

For font size 

a) Click on size option. 

b) Open drop down box and select the number to increase or decrease size, 
style that is present on the left s 

rant tn rhnr»c<» 


For font style 

> Drop down box of font style that is present on the left side for size option. 

> Select the option you want to choose. 


For Font Type 


> Select format. 

> Click font tab. 

> The drop down box will appear. 

> Select any one of them. 

> Click Ok 
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Bold, Italic, Underline .21 

Explanation: you can do simple formatting through these buttons present in formatting 
toolbar by simply selecting the text and then clicking these buttons. 

Or by pressing 

a) Ctrl+b (for bold) 

b) Ctrl+i (for italic) 

c) Ctrl+u (for under line) 

From keyboard. 

Under line 

For the variety of under line you can use following path 
Format-> font->under line 

lfderfm»gyl* un 


You can get not only the underline 
style but also the different coloi 
for underline 
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Practical No. 51 

Paragraph 

Explanation: By the help of this command you can set many characteristics of document 
like settings of paragraph, space between lines etc. 


a) ‘ this button will align your text to the left 

b) this button will align your text to the right 

c) JSJ this button will justify your text with the page setting 
or these works can be done with the help of keyboard as follows: 

> Ctrl+1 to Left align 

> Ctrl+R to Right align 

> Ctrl+E to Center 


Line spacing 
Format ■) paragraph 
Line spacing 


Explanation: line spacing will increase or decrese the space between the lines of the 
document. 
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Bullet and Numbering 

Path: format -> bullets & numbering 


Fijtmi Isots Table Window 
A CcjrK. .. 

=TI Paiagraph_._ 


So*dets and Shading . 


£3 Bacfeflrou 
©f Thome.. 


a) Bullets 


, | Gftmtored | Oufere Nurtoarsd | 

None 


e - 


□ - 

□- 

□ 

❖ 


*§> 

1 - 1 

J r^n - i| 



Explanation: It can precede document with the various style of bullet and numbering, 
a. Click on button iiz_ from formatting toolbar for numbering 



Click on button -1^- from formatting toolbar for bulleted 
Or 

Format -> bullets & numbering. 

Sleet the style for bullets or numbering 
Click “OK”. 

Start typing. 

Press enter for the next number or bullet 

When finished press “enter” an then ^-(backspace from keyboard) 
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Tip: 

Background color can be seen 
only in web layout view 
(command of “view” menu) 
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Background 

Path: format -> Background 

Explanation : By the help of this option you can change the background color of you 
document J 


91 Earagraoh.. 

!= Bullets and fcfjrnbenng,. 

«. fflnra ■ 

u |k * a ■ n= 

6oider> and Ceding. .. 

£okimrt . 

I ~- 

Chang. Cars . 

1 

Hamm a 

1$) AutoFcrmat. 

Syta. 

3 J U _J G hJ N Li 1 

Ellttfectr .. 

Format-^ back ground 


b) The color pallet will open with the different color. 

c) Select color. 
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Spelling and grammar 

Path: Tools spelling and grammar 


To ols Tflfrl* ttrdo/f tM> 

SJord Count.. 


Explanation It leads to a dialog box, which check the documents spelling & grammar. If 
yousee red or green lines in your document it means that there are some mistakes in your 
document so you need this command to correct your mistakes. 

How to use: 

a) Select tool option. 

b) Click spelling and grammar. , 

c) In the side window you can check the proposed correction. Click Uk tor 
correction and click ignore to ignore the current word. 

d) Click Ok. _ 

_—J Some times it happens 
iwBsIsa-.- fc• d*, that vour spellings are 

^ oorreetbutthereisared 

I T i spelling of this word is 

.. not correct, it is so 

'' ***■ • j because word checks the 

*■»«'! spellings according to its 

| | own dictionary and 

1 po«t,««r maximum of our names, 

|j 1 city names are not 

gt present in that dictionary 

S therefore it shows a red 

iniii.i _ _ - •_ _ lu _ .. .. line. You simply have to 

!»*• &I ;■ i ^ 4 ^ gsli '!_-__— ignore those red lines. 
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: (Algeria) 

: (Bahrain) 

: (Egypt) 


Tip: 

You can see 
synonyms even by 
just right clicking 
the word. 
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Language 
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Explanation: Language lets you access word’s tools like set language, thesaurus, and 
hyphenation. 

Set language: 

You can set the language as you want. Word will use the dictionary of that 
language for spelling and grammar check.(some languages are installed, others you will 
have to install yourself.) 

Thesaurus: 

a) Select the word 

b) Tools language thesaurus 

c) The thesaurus dialog box appears. Synonyms are listed on the right hand side. 

d) Click on synonym with which you want to replace the word.(these synonyms 
appears in the replace with synonyms box. 

e) Click on the replace button. 

f) The word is replaced with synonyms._ 











Ms. Word 



gjSBj*CBls . 
Split lable 


outside 

bordedr 


shading 


’color 


jutosum 


Practical No. 57 
Table menu 


Table window tJelp 

J Drag Table 


3 Table AutoFormat... | 

flytoFK ‘ ► 


Concert > 

fc. 

H Hide grv*ies 




Explanation: Table menu can provide the tools to create and manipulate tables. In table 
tou van enter and store data in a tabular format. 

Start Program-> Word-> table menu 

. 


-a*»i&iw «ufi Wit 


merge cells 


| align top 
split left 


descending ascending 


distribute distribute 
rows evenly columns 
evenly 

Figure: Tables &Borders Toolbar 
This method let you paint a table and its various rows and column. 

a) Select the pencil tool. 

b) Draw desired table on screen. 
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Insert Table 


Table window Help 

% m o is l-a 

_/ Draa Table 


Inseit Table 

1211 xT 

- _ ___ 

Number of columns: 

-3 

Number of rows: 


AutoFit behavior -- - 



<• Fixed column width; 
r AutoE.it to contents 
C AutoFit to winjfcrw 
Table format (none) 

r let as default for new tables 


Explanation: Insert table is a way to create a table simply by setting the no of rows and 
columns. 

How to do this: 

a) Select the position where you want to insert the table. 

b) Table-* insert-Stable (the dialog box will appear) 

c) Enter the number of rows and column 

d) Click Ok 

biiwi i'"i!im..i[iL!iim^— 

iiai '»> w__ , ...-,._J 

-. r.~\ ,/|i|[i«ie;EE»(>|a-^A-.. 
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Select table,cell, row, and column 


i Tabte SJfindow tielp 

A an a 

J Draft Table 

insert ► 


Delete ► 

r. .. ,, 

KE31HHHED 

WEZ3M 

5S Merge Cel - 

Column 

Table Auto format... 

Row 

call 

Table Properties.., 


Z 

i 


For table 

> Table ->select-> table 
For Column 

> Table ->select-> columns 
For Row 

> Table ->select-»Row 
For cell 

a) Table -»select->cell 


6 








IXI 

Note: (You can do all these selections with the help of mouse also) 




r 
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Adding rows and columns in a table 


Explanation: To add a new row an 

below. 


existing table, click in any cell in the row above or 



a) Table->insert -^Row above 

b) Table -> insert -> Row below 
Adding Column in a table 
Explanation: To add a column to an existing table clicks in any cell or anywhere you 
want to add the new column. 

VA 


. • 




Table Window U«IP 
Draw Table 





c) Table -> insert column to the left 

d) Table insert -> column to the right 


<3 
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Table AutoEormat. 


The delete option contain two choices that is either you want to delete the contents of the 
rows and column and you want to delete entire row and column. 

For Content 

> Select contents, which you want to delete. 

> Press del key or Ctrl+X. 

For rows & column 

a) Table ->Delete-^Column. 

b) Tabled Deleted Row. 
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Merging and splitting cell 


Split cell: 

a) Click in the cell you want to split. 

b) Table Split Cell (split cell dialog box will appear) 
> Enter the number of columns and rows. 


Flgurei Merge Celli 

Merge cells: 

> Select the cell you want to merge. 

> Table merge cells. 
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Practical No. 63 

Window 


Explanation: Through window you switch between multiple documents or multiple view 
of one document from this menu. 


New Window 

Select window-* new window 

Explanation: new window can create a separate window that looks identical to the 
original word window. 


Arrange All 


all at the same time. 
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IfeeutMcroMftWad m 

a) Help -> what’s this 

to? 

> Clicking this option will change your pointer to 

> Now clicking on any button or command, a box with a brief description of that 
command will appear. (A small help) 


New Blank Document 

Creates a new, blank file based on the default 
template. 


b) Help Microsoft Word Help 


> A box having different options will appear 

> Type your question in the white box at the bottom 

> Click “search” 
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Microsoft Word 2000 

Q: What is meant by word processing ? 

Ans: The process to create and edit word document before it is printed is called word 
processing. The computer programs that are used for this purpose are the Word 
processing. The Microsoft Word, Word perfect, Word star are example of Word 
processing package. 


. 



* 5 * 


Q: What meant by Microsoft Word? 

Ans: Nowadays, the most commonly used for Word processing software is personal 
computer is Microsoft Word 2000 . It is used to prepare documents, letters, 
business reports etc. But it is mostly used in official documents. 

Q: What is document window? 

Ans: The white area below the Ruler bar is the document window where document is 
created, edited, formatted, and viewed etc. The small blinking bar in it is called 
the cursor or insertion point. It shows the position where text is to be typed into 
document. The horizontal line, which identified the end of the document, is 
called Mark. In document window, the mouse pointer appeared as I shaped. 

Q: What is meant by Dialog box? 

Ans: A small window appears inside the window application window certain command 
is applied; it is called dialog box or page. Usually, it appeared to get some input or 
display some message. For example open dialog box to get the document to be 
opened when open command is applied similarly, when save or print command is 
applied to dialog box. 

Q: What is the difference between Open and New Command? 

Ans: The open command is used to open an existing document, which is already saved 
on the disk. The New command is used to create a new document and open it into 
memory. 

Q: What is meant by saving document? 

Ans: The process to store the document from memory to disk called saving document. 
The save command is used to store the document on the disk or storage device. 
An icon on the standard toolbar with an image of floppy disk is a shortcut of saves 
command. 


- m- 
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O* What is Save as command? . 

L The current document can be saved in a new document on a d.sk by usmg Save 
As command. In this way, the new document becomes the current document 
name, while the previous document is closed from the RAM. 

Q: What is the difference between Save and Save /Is command? 

Ans: The Save command is used to save the current document on the disk by usmg 
Save As command. In this way, the new document is updated (contents from 
RAM are stored on the disk in the same current document). 

Q: What is Auto Saved Feature? 

Ans: Microsoft Word is currently featured for saving your work automatically into a 
current document. By default Word automatically save your current document 
after ten minutes. The period or time can be changed. 

Q: What are non-printing characters? 

Ans: The special characters that can only be displayed into a document and are not 
printed on the printer called non-printing characters. These are used for making 
correction to errors like extra spaces between words, empty paragraph wrong 
tabs etc. 

Q: Where the formatting of paragraph is stored? 

Ans: A paragraph’s format like alignment, indent, tab setting etc. is stored in the 
paragraph mark and not in the text it self. Therefore, when a paragraph is 
deleted, the paragraph formatting for that paragraph is also lost and paragraph is 
merged into next paragraph. 

♦ 

Q: Why the text is selected? 

Ans: In word Processing programs most of the application such formatting text, 

) copying text, deleting text are performed on the selected text. It is because you 

have to select text before to apply command for such operation. The selected text 
always appears highlighted in reverse white color of text with black background. 

Q: What is selection bar? 

Ans: The invisible area along the left margin of the document where the mouse pointer 
changes its shape to the right pointing arrow, is kno -vn as selection bar. It is used 
to select text-using mouse. 
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Q: What is copy command? 

Ans: This copy command is used to copy the selected text into clipboard. The selected 
text remains in its original position and now its copy is created in the clipboard. 

Q: What is cut command? 

Ans: It is used to move the selected text into the clipboard. In this case the selected 
text is removed from its original location and its copy is created in the clipboard. 

Q: What is paste command? 

Ans: It is used to paste (insert) the text or item from the clipboard into specified 
location of document. From the clipboard it can be pasted as many times as 
required. 

Q: What is function of Undo command? 

Ans: The command that is used to cancel an action is called Undo Command. Each 
time the undo command is applied, the last action is cancelled. To apply Undo 
command press Ctrl+Z or select Undo command from Edit menu. 

Q: What is the Redo Command? 

Ans: This command is used to cancel the undo command action. Each time the redo 




command is applied the last undo command action is cancelled. To apply REDO 
command from select Repeat command from Edit menu. 

Q: What is meant by finding text? 

Ans: The process for searching and finding a specified item text into the document is 
called finding text. In Microsoft Word, it is performing with Find Command. 

Q: What is meant by Replace Command? 

Ans: The process of finding text into the current document and replacing it with one 
another one is called replacing text. In Microsoft Word it is performed with 
replace command. 

Q: What is the difference between the find and replace Command? 

Ans: The find command is only searches the specified text into the word document 
while replace command searches the specified text into the document and replace 
with one another. 

Q: What is Format painter? 


Ans: The format painter is a tool of MS -Word used to copy paragraphs in the 
document or copy and paste formatting from and to a paragraph mark. 




I 
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Ms Word 



Q: What is meant by formatting a word Document? 

Ans: The process to change the appearance of the document is cailed the document 
formatting. You can format a single character, word, line, paragraph orwhole 
document. The document formatted to make it more attractive and beautiful. 

t, Th^fontrepresents the physical character of the letter typed into the document 
These indicate the point size, style, spacing between letters etc. 

Q: What is meant by character formatting? % , 

Ans: The characters or properties that determines appearance of character on the 

screen or on the printout are called character formatting. These include type face, 
font size, character spacing etc. 

Q: What is meant by paragraph formatting? 

Ans: Paragraph formatting involves the general appearance of the paragrap o 

document. It includes text alignment, Tabs, Indenting, Line spacing, paragraph, 
spacing. 

Q: What is meant by paragraph alignment? 

Ans: Arrangement of the text in the paragraph with respect to left and right margins is 
called text alignment. 

Q: What is indenting Paragraph? 

Ans: The space or distance between the page margin and the text in a paragraph is 
called indent. These are applied to set the margins of selected paragraph. 

Q: Define First Line indent? 

Ans: First line indent is the distance between the first line of the paragraph and the 
right margin. 

Q: Define lift indent? 

Ans: Left indent is the distance between the start of each line paragraph and right 


Define Hanging Indent? 

In hanging indent, the first line of the paragraph is not indented and all other 
lines start at the same distance from the left margin. The first line of the 
paragraph usually starts from the left margin. 
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What is Bullet and Numbering? 

In Microsoft Word, lists of items or important points of a specific topic are 
represented into the document in a prominent way by applying Bullets and 
Numbering. 

What is meant by page margin? 

Page margin are blank spaces around the edges of the page and define the area 
within which you can insert text or graphics. In page margins, the header & 
footer, page numbers, and footnote etc. are inserted. The page margin can be 
seen in print layout view. kA\ T 

What is meant by Page Orientation? 

The direction in which document is printed on the paper is called page 
orientation. It is: 

Portrait: Document is printed along the length of the paper. 

Landscape: Document is printed along the width of paper. 

What are Header & Footer? 

: Header is the information that is printed in the top margin of each page of the 
document. Footer is the information that is the printed in the bottom margin of 
each page of the document. Both the header and footer are displayed in print 
layout view. 

What is spell checker? 

i: The tool that is used to check spelling in a document and correct the misspelled 
word is called spell check tool. The short cut F7 is pressed to begin spell check 
process. 

What is Grammar checker? 

The tool is used to identify and correct the grammatical errors in the document. If 
there is a grammatical error in a sentence it is underlined with a wavy green line. 

What is AutoCorrectfeature? 

The Auto correct feature of the Ms Word automatically detects and correct the 
misspelled words, grammatical errors, and incorrect capitalization as they are 
typed. 

What is Thesaurus? 

The Thesaurus feature of Ms .Word is used to select a suitable word or right word 
for select word from a list of alternative words. The short cut keys Shift+F7 is 
used to open thesaurus dialog box^^ 
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Q : 

Ans: 


Q: 

Ans: 


Q: 

Ans: 


Why Table is created into a word document? 

Microsoft word provides a tool called Table, used to organize information into 

rows and columns. A table is made up of series of rows and column. The 
intersection of a row and column is called cell. The data is written into cell. 

What is the difference between Merging & Splitting cell? 

Combing more than o ne cell (multiple cell) of a table into a single cell is called 
merging cells. Similarly, dividing a single cell of a table into a multiple cell is 
called splitting cells. 

What are the drawing objects? 

The objects that are created within the word document using Word’s built-tool 
are called Drawing Objects. The lines, auto shapes, curve, and WordArt are 
example Drawing Objects. 


Q: 

Ans: 


Q: 

Ans: 



What are the pictures in Word? 

The graphic that are created into graphic program software and are stored into a 
file are called picture. The scanned picture, photograph, bitmaps etc. are example 
of pictures. The picture can be inserted into the word document. 

What is the Application Object? 

A graphic object created into a graphic program and can pasted into the word 
document using copy/cut paste method is called Application Program that 
created it. 

What is WordArt Graphics? 

Word Art is small program included in the Ms Word and runs in the Word 
Environment. It is used to turn ordinary text into graphic objects. The text can be 
converted into variety of shapes, by rotating, adding shades, colors, border, 
shadow etc. 
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